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I.  INTRODUCTION 

A.    Five  Year  Plan 

In  1980,  The  Chairman  of  the  Massachusetts  Parole  Board 
prepared  a  Five  Year  Plan  for  the  agency  which  contains 
the  Mission  Statement  and  Long  Term  Goals  in  accordance 
with  Parole  Board  Policy  720,  Planning  and  Coordination. 

B .  Annual  Plans  and  Budgets 

Annually,  the  Director  of  Planning,  Research  and  Program 
Development  and  the  Director  of  Administrative  Services 
coordinate  and  supervise  a  planning  process  in  which  all 
Parole  personnel  participate.    The  planning  process 
results  in  a  written  annual  plan  and  budget  specifying 
Parole's  one  year  objectives,  budgetary  requirements  and 
steps  for  implementation  and  monitoring.    Annual  plans  and 
budgets  are  reviewed  quarterly  and  revised  as  needed. 

C.  Planning  and  Budget  Handbook 

The  purpose  of  the  The  Planning  and  Budget  Handbook  (The 
Handbook )  is  to  assist  Parole  personnel  in  the  prepara- 
tion and  submission  of  annual  plans,  budgets  and  quar- 
terly reports.    The  following  sections  of  the  The 
Handbook  contain  a  description  of  the  Parole  organiza- 
tion, its  statutory  and  functional  responsibilities; 
details  of  the  annual  planning  cycle  with  target  dates 
for  the  executive  and  legislative  branch  review  cycles; 
a  description  of  the  content  and  format  of  the  annual 
planning  and  budget  sessions  and  samples  of  all  required 
planning  and  budget  forms  with  instructions  for  comple- 
tion and  submission. 

The  Handbook  has  been  designed  as  a  practical  guide  for 
Parole  personnel  to  assist  them  in  the  development, 
implementation  and  monitoring  of  annual  plans  and  budgets. 

The  Handbook  provides  guidelines  to  Parole  Personnel  in 
the  following  areas: 

•  formulation  of  goals  and  objectives; 

•  description  of  tasks,  activities  and  timelines 
for  completion; 

•  specification  of  costs; 

•  requirements  for  personnel,  space  and  equipment; 
and 

•  identification  of  research  and  information  needs. 
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II.      MASSACHUSETTS  PAROLE  BOARD:  DESCRIPTION 

The  Massachusetts  Parole  Board  is  a  statutory  body  established 
under  M.G.L.  Chapter  27,  s.  4,  within  the  Department  of 
Correction,  but  not  subject  to  its  jurisdiction.    The  Parole 
Board  is  an  agency  of  the  Executive  Office  of  Human  Services 
(EOHS)  in  accordance  with  M.G.L.  Chapter  6A,  s.  16.    The  Board 
is  the  sole  decisional  authority  in  the  Commonwealth  for  matters 
of  parole  granting  and  parole  revocation.    The  Board  has  juris- 
diction over  all  individuals  committed  to  state  or  county  insti- 
tutions for  terms  of  sixty  (60)  days  or  more  in  accordance  with 
M.G.L.  Chapter  127,  s.  128;  Chapter  155,  Acts  of  1980. 

The  primary  role  of  the  Parole  Board  is  to  make  decisions  to 
release  offenders  to  the  community,  to  superivse  parolees  in  the 
community,  to  revoke  and  return  parolees  to  prison  for  violation 
of  conditions  of  parole  and  to  terminate  sentences  for  indivi- 
duals completing  at  least  one  year  of  satisfactory  parole 
adjustment.    In  addition,  members  make  recommendations  to  the 
Governor  on  the  merits  of  all  petition^,  foj*  Pardons  and 
Commutations.  1 

The  seven  (7)  members  of  the  Parole  Board  are  appointed  by  the 
Governor  with  the  advice  and  consent  of  the  Council.  Members 
are  appointed  for  five  (5)  year  terms,  with  one  member 
designated  by  the  Governor  to  serve  as  Chairman.    The  Chairman 
of  the  Parole  Board  is  the  executive  and  administrative  head  of 
the  agency.    The  Chairman  also  serves  as  the  Administrator  of 
the  Interstate  Compact  for  Supervision  of  Parolees  and 
Probations . 

There  are  four  major  divisions  of  the  Parole  Agency: 
Administrative  Services,  Hearings  and  Revocations,  Institutional 
Services  and  Field  Services.    The  primary  functions  of  these 
divisions  are  outlined  below: 

•       Administrative  Services  -  The  Administrative  Services 
Division  is  responsible  for  the  management  of  fiscal, 
personnel,  planning,  research  and  program  development 
activities;  as  well  as  relations  and  communications  with 
the  media  and  the  general  public,  and  all  branches  of  local, 
state  and  federal  government  and  criminal  justice  organiza- 
tions. 

t       Hearings  and  Revocations  -  The  Hearings  and  Revocations 
Division  is  responsible  for  parole  hearings  and  recom- 
mendations to  Parole  Board  Members  by  hearing  officers 
for  county  cases  of  less  than  one  year  and  for  all  pre- 
liminary revocation  hearings  and  recommendations  to  the 
Board  by  revocation  examiners. 
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t       Institutional  Services  -  The  functions  of  the 

Institutional  Services  Division  include  the  computation 
of  parole  eligibility,  notification  to  inmates  regarding 
parole  hearings,  preparation  of  parole  summaries  and 
coordination  of  parole  hearings  at  all  state  and  county 
correctional  institutions. 


•       Field  Services  -  The  Field  Services  Division,  comprised 
of  seven  (7)  regional  offices,  the  Warrant  and 
Investigation  Unit  and  the  MassCAPP  Program,  is  respon- 
sible for  the  supervision  of  all  individuals  released  to 
parole,  transportation  of  offenders  (inter  and 
intrastate),  processing  of  warrants  and  supervision  of 
developmentally  disabled  and  mentally  retarded  parolees 
(MassCAPP). 


In  addition  to  the  four  major  divisions,  there  are  three  units 
directly  responsible  to  the  Chairman: 

t       The  Pardons  and  Commutations  UnU  Which  coordinates  par 
don  and  commutation  petitions  for  the  Parole  Board  in 
accordance  with  the  Governor's  Pardons  and  Commutation 
Guide! ines; 


•  The  Interstate  Unit  which  coordinates  the  operations  of 
the  Interstate  Compact;  and 

•  Legal  Counsel  which  is  responsible  to  ensure  that  all 
agency  policies,  procedures  and  practices  conform  to 
constitutional,  statutory  and  other  legal  requirements. 
Legal  Counsel  is  also  the  Parole  Agency's  court  liaison. 


Table  1  presents  a  Chart  of  the  Parole  Board  Organization. 
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III.         ANNUAL  PLANNING  AND  BUDGET  PROCESS 

The  Massachusetts  Parole  Board,  in  the  preparation  and  sub- 
mission of  its  annual  plan  and  budget;  in  monitoring,  review 
and  reporting  of  expenditures  and  in  all  other  fiscal  mat- 
ters, must  comply  with  M.G.L.  c  29,  sec.  1  et  seq.;  all  poli- 
cies, procedures  and  instructions  of  the  Executive  Office  of 
Human  Services  (EOHS),  the  Administration  and  Finance  Agency 
(A  &  F)  and  in  accordance  with  Parole  Board  Policies  720  and 
730,  Planning  and  Coordination  and  Fiscal  Management. 

The  review  cycles  of  EOHS,  A  &  F  and  the  Massachusetts 
Legislature  specify  the  timetables  required  for  the  comple- 
tion of  all  major  steps  in  the  Parole  Board's  agency-wide  planning 
and  budget  process.    Major  steps  in  the  annual  planning  and  budget 
process  occur  at  specified  times  during  the  fiscal  year  which 
begins  on  July  1st. 

A.    Annual  Planning  and  Budget  Preparation: 

1 .      Initial  Planning  Session: 

Annually,  in  April,  all  Division  Managers,  Unit 
Heads  and  Supervisors  meet  for  an  initial 
planning  session  with  the  Director  of 
Planning,  Research  and  Program  Development 
(PRPD)  and  the  Director  of  Administrative  Ser- 
vices (AS).    This  session  is  designed  to  assist 
parole  management  staff  in  the  formulation  of 
annual  plans  and  budgets.    The  initial  planning 
session  will  provide  the  following: 

•  review  of  guidelines  for  the  prepara- 
tion and  submission  of  annual  plans, 
budgets  and  quarterly  reports; 

•  review  of  executive  and  legislative 
timel ines; 

•  dissemination  of  fiscal  information  and 
data  about  prison  population  trends  and 
projections,  legislative  matters,  pro- 
posed correctional  facility  expansion 
and  other  developments  which  may  impact 
on  Parole. 
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2.  Division,  Region  and  Unit  Planning  Sessions: 

During  April  each  year,  all  Supervisors  and  Unit 
Heads  hold  a  planning  session  with  their  staff  to 
prepare  an  annual  plan  and  budget  for  their  respec- 
tive areas  of  responsibility.    This  planning  session 
may  be  part  of  a  regularly  scheduled  staff  meeting 
or  a  meeting  scheduled  specifically  for  the  purpose 
of  preparing  the  annual  plan  and  budget.    All  levels 
of  staff  are  included  in  these  meetings. 

3.  Technical  Assistance: 

Subsequent  to  the  initial  training  session,  the 
Directors  of  PRPD  and  AS  are  available  for  on- 
site  technical  assistance  which  consists  of  the 
following  types: 

t     Meetings  between  the  Directors  of  PRPD 
and  AS  and  Division  Managers, 
Supervisors  or  Unit  Heads  to  design  a 
planning  and  budget  session  for  their 
respective  staffs. 

•  Planning  session(s)  led  by  the 
Directors  of  PRPD  and  AS  with  Division 
Managers,  Supervisors  or  Unit  Heads  and 
their  staff  to  prepare  annual  plans  and 
budgets  for  their  respective  areas  of 
responsi  bi 1 i ty. 

•  Follow-up  technical  assistance  for  the 
purposes  of  review  and  suggestions  for 
revisions  in  completed  annual  plans  and 
budgets  prior  to  submission. 

B.    Completion  of  Annual  Plan  Forms: 

1.  Formulation  of  Objectives: 

a.       Categories  of  Objectives  -  At  the  parole 
agency,  there  are  two  categories  of  objec- 
tives which  may  be  specified:    Category  A 
and  Category  B.    Category  A  objectives  are 
those  which  can  be  accomplished  within  th 
budget.    Objectives  of  this  kind  may  be 
imporvements  in  existing  systems,  changes 
in  current  operations  or  undertaking  a  new 
project.    Category  B  objectives,  are  those 
which  require  additional  supplies,  equip- 
ment or  personnel . 
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b.    Objective  statements  -  Objective  statements 
must  be  concrete,  specific  and  include 
person(s)  responsible  and  a  timeline  for 
completion.    Division  Managers,  supervisors 
and  unit  heads  should  assist  staff  to  arti- 
culate objectives.  "Guidelines  for  Writing 
Objectives"  have  been  provided  to  assist 
staff  in  this  step  (See  Appendix  B). 

Once  staff  have  developed  a  set  of  written 
objectives  and  have  discussed  reasons  for 
undertaking  these  objectives  during  the 
upcoming  fiscal  year,  staff  are  ready  to 
complete  Annual  Plan  Form  1:    A  for 
Category  A  Objectives  and  Form  B  for 
Category  B  Objectives. 

2.  Annual  Plan  Form  1:    A  and  B: 

The  Annual  Plan  Form  1:    A  or  B  must  be 
filled  out  for  each  objective  to  be 
accomplished  during  the  fiscal  year.  On 
Form  A,  there  is  space  to  write  objective 
and  justification  statements;  to  describe 
action  steps,  person(s)  responsible  for 
completing  them  and  expected  dates  of 
completion;  and  to  indicate  staff  training, 
information  and  research  needs.  Form  _B  pro- 
vides space  to  indicate  resources  required 
for  Category  B  Objectives.    Step  by  step 
instructions  for  the  completion  of  these 
forms  have  been  provided  on  the  following  page. 
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ANNUAL  PLAN  FORM  1:    A  and  B 


INSTRUCTIONS 


Please  complete  one  (1)  Annual  Plan  Form  1,  A  or  B  for  each  objective 
according  to  the  following  instructions: 


1.    OBJECTIVE  #:        :  OBJECTIVE  STATEMENT: 


Number  each  objective.  Write  an  objective  statement.  (See 
Appendix  B  "Guidelines  for  Writing  Objectives") 

2.  JUSTIFICATION  STATEMENT: 

Write  a  justification  statement  which  explains  the  reason(s) 
for  undertaking  the  objective.    The  justification  statement 
may  indicate  that  a  problem  has  been  identified  which 
requires  resolution  or  that  a  new  system,  program  or  project 
is  considered  a  worthwhile  undertaking  for  a  particular 
unit,  region  or  the  agency  as  a  whole. 

3.  ACTION  STEPS: 

Write  major  action  steps,  tasks  or  activities  required  to 
bring  about  the  accomplishment  of  the  stated  objective.  For 
each  major  action  step,  include  date  of  completion  and  indi- 
cate person(s)  responsible  in  the  space  provided. 

4.  RESOURCES  REQUIRED: 

For  Category  B  objectives  only,  indicate  the  resources 
required  (personnel,  equipment,  supplies)  to  accomplish  the 
stated  objective. 

5.  STAFF  TRAINING: 

Indicate  staff  training  requirements,  if  any,  necessary  for 
the  accomplishment  of  the  stated  objective. 

6.  INFORMATION  AND  RESEARCH  REQUESTS: 

Write  information  or  research  reports  which  are  necessary 
for  the  accomplishment  of  the  stated  objective. 


ANNUAL  PLAN  FORM  1:  (A) 

OBJECTIVE  #:      :  OBJECTIVE  STATEMENT: 


JUSTIFICATION  STATEMENT: 

PERSON(S)  DATE  OF 

ACTION  STEPS:  RESPONSIBLE  COMPLETION 

1. 

2. 

3. 

4. 

5. 

STAFF  TRAINING: 


INFORMATION  AND  RESEARCH  REQUESTS: 


ANNUAL  PLAN  FORM  1:  (B) 
OBJECTIVE  #:  :  OBJECTIVE  STATEMENT: 

JUSTIFICATION  STATEMENT: 

PERSON(S)  DATE  OF 

ACTION  STEPS:  RESPONSIBLE  COMPLETION 

1. 
2. 
3. 
4. 
5. 

RESOURCES  REQUIRED: 

PERSONNEL:  SUPPLIES: 
EQUIPMENT:  OTHER: 

STAFF  TRAINING:  (Specify) 
INFORMATION  AND  RESEARCH  REQUESTS: 
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3.  Annual  Plan  Form  2: 

Once  staff  have  completed  the  Annual  Plan  Form  1:  A  or  B  for 
each  objective,  staff  are  ready  to  complete  Annual  Plan  Form 

2,  the  Timetable  FY  FORM.    This  form  provides  space  to 

indicate  the  month  and  date  of  completion  of  all  major  action 
steps  associated  with  each  objective,  as  well  as  the  point  in 
time  when  specific  resources  are  required  to  achieve  an 
objective . 

Step  by  step  instructions  for  completion  of  the  Timetable  FY_ 
Form  are  provided  below: 


ANNUAL  PLAN  FORM  2:    TIMETABLE  FY 


INSTRUCTIONS 


Please  complete  one  (1)  Annual  Plan  Form  2:    Timetable  FY  Form  for 

each  objective  according  to  the  following  instructions: 

1.      FY  : 


Enter  the  appropriate  date  of  fiscal  year  for  which  the 
form  is  being  prepared  (e.g.  FY  '83). 

2.  OBJECTIVE  #  : 

Write  the  number  of  the  objective  for  which  this  time- 
table is  being  prepared. 

3.  ACTION  STEPS: 

Action  steps  have  been  numbered  to  correspond  with 

action  steps  described  on  the  Annual  Plan  Form  1:    A  or 

B.    If  there  are  more  than  ten  (10)  major  action  steps, 

please  use  the  reverse  side  of  the  sheet. 

4.  JAN,  FEB,  etc: 


For  each  major  action  step,  indicate  the  specific  target 
date  of  completion  of  action  steps  in  the  appropriate 
month  column. 

5.      RESOURCE  REQUIREMENTS: 

For  Category  B  Objectives  only,  indicate  the  specific 
date  in  the  appropriate  month  column(s)  when  the 
resource(s)  is  required^   Fiscal  Management  must  have  an 
indication  of  the  date  when  a  resource(s)  is  needed. 
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Submission  of  Annual  Plans  and  Budgets 

1 .  Annual  Plans: 

(a)  All  Supervisors  and  Unit  Heads  are  required  to  sub- 
mit completed  plans  to  Division  Managers  by  May  1st. 
The  Pardons  Supervisor,  Legal  Counsel  and  the  Deputy 
Compact  Administrator  are  required  to  submit  their 
plans  directly  to  the  Chairman  by  the  same  date. 

(b)  Between  May  2  and  May  9,  the  Chairman  and  Division 
Managers  wi 1 1 : 

•  review  plans; 

•  approve  expansion  requests  (Category  B 
Objectives); 

•  submit  expansion  requests  to  the  Director  of 
AS. 

2.  Annual  Budgets: 

(a)  The  Director  of  AS  costs  out  resources  required 
(expansion  items)  by  category  and  subsidiary  for 
each  region,  institution  and  unit  and  provides  the 
following  to  the  Chairman  and  Division  Managers  by 
May  21st: 

•  costs  for  the  previous  year  by  category  and 
subsidiary; 

•  inflation  figures; 

•  collective  bargaining  figures; 

t  costs  of  resources  required  (expansion). 

(b)  The  Chairman  and  Division  Managers  review  plans  and 
associated  costs  of  expansion  requests  between  May 
22nd  and  May  29th. 

3.  Budget  Request  Summary  Forms: 

(a)  The  Chairman  and  Division  Managers  submit  approved 
Plans  and  Budget  Request  Summary  Forms  to  all 
Supervisors  and  Unit  Heads;  the  Pardons  Supervisor, 
Legal  Counsel  and  the  DCA  by  May  31st. 

(b)  Supervisors,  Unit  Heads,  the  Pardons  Supervisor,  Legal 
Counsel  and  DCA  may  appeal  appeal  decisions  of  the 
Chairman  and  Division  Managers  between  June  1st  and  June 
6th. 
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(c)  The  Director  of  AS  provides  each  Supervisor  and  Unit 
Head  with  the  figures  for  Column  1:    the  prior  year's 
budget  figures,  by  category  or  susidiary;  Column  2: 
applicable  inflation  figures;      Column  3:  collective 
bargaining  figures  and  Column  5:    figures  for  the 
approved  resources  required  (expansion)  for  the  upcoming 
fiscal  year.    Step  by  step  instructions  for  the  comple- 
tion of  the  Budget  Request  Summary  Form  are  provided  on 
the  following  page. 

(d)  All  Supervisors  and  Unit  Heads;  the  Pardons 
Supervisor,  Legal  Counsel  and  DCA  are  required  to 
complete  and  submit  Budget  Request  Summary  Forms  for 
their  respective  areas  of  responsibility  by  June 
20th.    Budget  Request  Summary  Forms  indicate  all 
costs  for  collective  bargaining  and  expansion  (if 
approved);  total  costs  by  category  and  subsidiary 
account  and  total  budget  requests. 

D.  Consolidation  of  Region,  Unit  and  Division  Budgets 

1.  Division  Managers  consolidate  the  plans  and  budgets  for 
units  or  regions  within  their  area  or  responsibility  and 
submit  to  the  Chairman  one  consolidated  plan  and  budget 
request  summary  form  for  their  respective  Divisions  by 
July  1st. 

2.  The  Chairman  reviews  Division  Plans  and  Budgets  and 
indicates  approval  by  July  15th. 

3.  Division  Managers  may  appeal  the  Chairman's  decisions 
between  July  16th  and  July  20th. 

4.  The  Chairman  integrates  the  plans  and  budgets  of  each 
division  of  the  Agency  into  one  comprehensive  Parole 
Board  Budget  Request  and  Justification  by  August  15th. 

5.  The  Director  of  AS  prepares  the  Parole  Board  Budget 
Request  and  Division  Managers  prepare  narrative  justifi- 
cation statements  for  approved  expansion  by  August  30th. 

E.  Parole  Board  Budget  Summary 

1.  The  Chairman  submits  the  Parole  Board's  Budget  Request 
and  Narrative  Justification  to  EOHS  by  September  1  or 
thereafter,  as  requested. 

2.  The  Chairman  or  his  designee  holds  budget  briefings  with 
Division  Managers,  Supervisors,  Unit  Heads,  the  Pardons 
Supervisor,  Legal  Council,  DCA  and  staff  during  September  and 
October. 

Table  2  presents  the  timeline  for  the  Parole  Board's  Planning  and 
Budget  Cycle. 


15. 


FY  BUDGET  REQUEST  SUMMARY  FORM 


INSTRUCTIONS 

REGION/INSTITUTION/UNIT  

COLUMN  1:    FY  BASE 

1.  Enter  the  date  of  the  prior  year's  fiscal  year. 

2.  For  each  category  and  subsidiary,  enter  prior  year's  final 
budget  figures  provided  by  AS. 

3.  Enter  prior  year's  total  budget  figures  on  the  total  line  at 
the  bottom  of  the  FY       Base  Column. 


COLUMN  2:  INFLATION: 

1.  Enter  the  inflation  figures  supplied  by  AS  for  each  category 
and  subsidiary  on  the  appropriate  lines  in  column  2. 

2.  Enter  the  total  inflation  figure  on  the  TOTAL  line  at  the 
bottom  of  the  Inflation  Column. 

COLUMN  3:    COLLECTIVE  BARGAINING: 

1.  Enter  the  collective  bargaining  figures  supplied  by  AS  on  the 
first  line  of  the  Collective  Bargaining  Column. 

2.  Enter  the  total  collective  bargaining  figure  on  the  TOTAL 
line  of  that  column. 

COLUMN  4:    FY  BASE: 

1.  Enter  the  date  of  the  upcoming  fiscal  year  for  which  this 
budget  Summary  Form  is  being  prepared. 

2.  To  arrive  at  the  FY  Base  figures  for  the  upcoming  fiscal 

year,  add  the  figures  in  the  first  three  columns  ACROSS  (FY  

Base  plus  Inflation  plus  Collective  Bargaining)  by  category 
and  subsidiary. 

3.  Enter  those  figures  on  the  appropriate  lines  and  enter  the 
total  on  the  TOTAL  line  of  the  FY     Base  column. 


16. 


BUDGET  REQUEST  SUMMARY  FORM 
INSTRUCTIONS/2 


COLUMN  5:    RESOURCES  REQUIRED  (EXPANSION): 

This  column  is  only  for  expansion  figures.    If  you  do  not  have 
approved  expansion  costs  in  your  budget ,  go  di rectly  to  col umn 
6.    The  figures  for  approved  resources  (expansion)  will  be 
suppl ied  to  you  by  AS. 

1.  Enter  the  figures  for  resources  required  for  each  category  or 
subsidiary  on  the  appropriate  lines. 

2.  Enter  the  total  of  all  resources  required  and  enter  that 
figure  on  the  TOTAL  line  of  the  Resource  Requirements  Column. 

COLUMN  6:    TOTAL  REQUEST 

1.  Add  all  columns  across  and  down.    Enter  the  total  amounts  by 
category  and  subsidiary  on  the  appropriate  lines. 

2.  Enter  the  total  budget  request  figure  on  the  TOTAL  line  of 
the  TOTAL  Column. 
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19. 


EXECUTIVE  AND  LEGISLATIVE  REVIEW  CYCLE 

A.  Executive  Review 

Each  year  during  September  and  October,  in  accordance 
with  governing  Massachusetts  state  law,  regulations  and 
procedures,  EOHS  will  review  the  Parole  Board  Budget 
Request  and  Justification.    In  addition,  the  Chairman  of 
the  Parole  Board  shall  participate  in  public  hearings 
and  EOHS  budget  meetings  to  defend  the  Parole  Board's 
budget  request.    Public  hearings  are  usually  scheduled 
in  various  cities  in  the  Commonwealth  of  Massachusetts 
between  October  1  and  15.    EOHS  budget  meetings  may  take 
place  anytime  during  September  and  October.    The  Parole 
Board  may  appeal  decisions  of  EOHS  between  October  16 
and  31.    Table  3  presents  the  schedule  of  the  Executive 
Review  Cycle. 

B .  Legislative  Review 

During  January  of  each  year,  the  Governor  submits  the 
Commonwealth's  Annual  Budget  to  the  joint  Legislature. 
During  January  and  March,  the  House  Ways  and  Means 
Committee  reviews  the  budget.    During  March,  the 
Chairman  of  the  Parole  Board  and  the  Director  of  AS  are 
required  to  present  testimony  and  reply  to  questions  of 
the  members  of  the  House  Ways  and  Means  Committee. 

After  approval  of  the  Annual  Budget  by  the  House  of 
Representatives,  the  budget  is  sent  to  the  Senate.  The 
Senate  Ways  and  Means  Committee  reviews  the  Annual 
Budget  between  April  and  June.    During  May,  the  Chairman 
of  the  Parole  Board  and  the  Director  of  AS  are  required 
to  present  testimony  and  reply  to  questions  of  the 
Senate  Ways  and  Means  committee  members.    Table  4  pre- 
sents the  schedule  of  the  Legislative  Review  Cycle. 

C.  Budget  Approval 

Annually,  the  budget  is  approved  by  both  Houses  of  the 
legislature  sometime  in  June  and  the  Governor  signs  the 
budget  by  July  1,  the  first  day  of  the  fiscal  year.  In 
Massachusetts,  changes,  modifications,  deletions  or 
additions  to  the  Parole  Board's  budget  may  occur  at  any 
one  or  all  steps  outlined  in  the  Executive  and 
Legislative  review  cycles. 

The  Chairman  shall  ensure  that  all  Division  Managers, 
Supervisors  and  Unit  Heads  are  informed  of  the  passage 
of  the  budget  and  that  any  required  changes,  adjustments 
or  revisions  are  made  in  the  Parole  Board's  annual  plan 
and  budget  which  are  necessary  to  operate  within  the 
appproved  level  of  funding. 
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BUDGET  MONITORING  AND  REVIEW 

A.  Purpose 

The  Parole  Board  monitors  and  reviews  progress  toward 
the  accomplishment  of  objectives  and  its  expenditure  of 
all  budgeted  funds  to  ensure  that  agency  objectives  are 
being  met  and  that  the  flow  of  funds  over  specified  time 
periods  is  consistent  with  projections. 

B .  Preparation  and  Submission  of  Quarterly  Progress  Reports 

1.  All  Division  Managers,  Supervisors  and  Unit  Heads 
are  required  to  submit  written  quarterly  progress 
reports.  Quarterly  progress  reports  are  used  to 
identify  all  action  steps  completed  or  progress 
toward  completion  of  action  steps  during  the  pre- 
ceeding  quarter.    Staff  also  may  indicate  any 
problems  or  problem  areas  which  may  have  interferred 
with  the  achievement  of  stated  objectives,  any  reso- 
lutions of  problems  and  any  accomplishments  beyond 
stated  objectives. 

2.  Supervisors  and  Unit  Heads  are  required  to  submit 
quarterly  progress  reports  to  Division  Managers  by 
the  10th  day  after  the  close  of  each  quarter. 
Quarterly  Progress  Reports  are  due  on:    October  10, 
December  10,  and  April  10.    Step  by  step  instruc- 
tions for  the  completion  of  the  Quarterly  Progress 
Report  Form  are  provided  on  the  following  page. 

C.  Quarterly  Expenditure  Reports 

1.  Quarterly  expenditure  reports  indicate  the  amount  of 
expenditures  by  category  and  subsidiary  per  quarter 
for  each  region  and  unit  of  the  Parole  Board.  (See 
Appendix  D) 

2.  Quarterly  expenditure  reports  are  prepared  by  the 
Director  of  Administrative  Services  so  that  Division 
Managers,  Supervisors  and  Unit  Heads  may  be  informed 
of  the  status  of  budget  expenditues  in  their  respec- 
tive areas  on  a  quarterly  basis.    In  this  way,  they 
can  monitor  any  surpluses  or  deficiencies  in  their 
expenditures  and  make  necessary  adjustments  among 
budget  categories.    The  Director  as  AS  will: 

•  Complete  quarterly  Expenditure  Reports  for  all 
divisions,  regions  and  units  within  twenty  (20) 
working  days  after  the  close  of  each  quarter;  and 

•  Submit  completed  Quarterly  Expenditure  Reports  to 
the  Chairman,  Division  Managers,  Supervisors  and 
Unit  Heads  within  twenty-five  (25)  working  days 
after  the  close  of  each  quarter. 
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QUARTERLY  PROGRESS  REPORT 

INSTRUCTIONS 


Please  complete  a  quarterly  progress  report  form  for  each  objective 
scheduled  to  be  undertaken  during  this  quarter,  according  to  the 
following  directions: 


1.  OBJECTIVE!: 


Write  the  objective  number  which  appeared  on  the  final 
version  of  the  Annual  Plan  Form  1:    A  or  B. 

2.  ACTION  STEPS  COMPLETED: 

List  all  action  steps  completed  during  this  quarter  for 
the  objective  identified  in  (1)  above. 

3.  PROGRESS  TOWARD  COMPLETION  OF  ACTION  STEPS: 

Indicate  any  progress  toward  completion  of  action  steps 
during  this  quarter  in  the  following  way: 

ACTION  STEP  %  COMPLETION  COMPLETION  DATE 

Number  50%  10/15/(year) 

( Indi  cate 
Number) 

4.  PROBLEMS  OR  PROBLEM  AREAS: 

Identify  any  problems  which  have  occurred  during  this 
quarter  or  problem  areas  which  may  have  interfered  with 
the  accomplishment  of  the  stated  objectives. 

5.  Identify  any  resolutions  to  stated  problems  areas  which 
will  contribute  to  the  future  accomplishment  of  the 
stated  objective. 

6.  OTHER  ACCOMPLISHMENTS: 

Identify  any  accomplishments  which  staff  have  been  able 
to  achieve  during  this  quarter  beyond  those  which  were 
agreed  upon  at  the  beginning  of  the  fiscal  year. 


24. 


QUARTERLY  PROGRESS  REPORT  FORM 


OBJECTIVES  .  DATE 

PERSON(S) 

ACTION  STEP  COMPLETED:  RESPONSIBLE:  DATE: 

1. 

2. 

3. 


PROGRESS  TOWARD  COMPLETION  OF  ACTION  STEPS: 

EXPECTED  COMPLETION 
ACTION  STEP:  %  COMPLETION:  DATE: 

1. 

2. 

3. 


PROBLEMS  OR  PROBLEM  AREAS: 


PROBLEM  RESOLUTIONS: 


OTHER  ACCOMPLISHMENTS: 
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SUMMARY 

The  Annual  Planning  and  Budget  Process  of  the  Massachusetts 
Parole  Board  is  designed  to  involve  all, levels  of  agency  staff 
in  the  formulation  of  annual  objectives,  specification  of  budge 
tary  requirments  and  design  of  steps  for  implementation  of 
annual  plans.    A  quarterly  reporting  system  provides  for  the 
documentation  of  progress  towards  the  achievement  of  objectives 
over  tme. 

All  Parole  Board  objectives  are  formulated  to  lead  directly  to 
the  achievement  of  the  agency's  long  term  goals.    In  this  way, 
the  Parole  Board  intends  to  fulfill  its  mission  to  "provide 
quality  decision-making,  to  render  necessary  services  to  paro- 
lees and  to  enforce  the  conditions  of  parole  with  the  goal  of 
reducing  the  probability  of  further  criminal  behavior  and 
contributing  to  the  safety  of  the  public"! 


Iparole  Board  Mission  Statement,  revised  1982. 


APPENDIX  A 
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MISSION  STATEMENT: 


The  purpose  of  the  Massachusetts  Parole. Board  and  Field  Services 
is  to  provide  quality  decision-making,  to  render  necessary  ser- 
vices to  parolees  and  to  enforce  the  conditions  of  parole  with 
the  goal  of  reducing  the  probability  of  further  criminal 
behavior  and  contributing  to  the  safety  of  the  public. 

LONG  TERM  GOALS: 

•  Refinement  of  the  parole  decision-making  process. 

•  Improvement  of  the  quality  of  services  to  parolees. 

•  Consolidation  of  county  and  state  institutions!  services, 
t  Improvement  of  the  hearings  and  revocation  process. 

•  Development  and  coordination  of  Administrative  Services  in 
the  areas  of  fiscal  and  personnel;  public  information  and 
legislative  matters;  planning,  research  and  program  develop- 
ment. 


Appendix  B 


GUIDELINES  FOR  WRITING  OBJECTIVES1 


I.  CATEGORIES  OF  OBJECTIVES: 

At  the  Parole  agency,  there  are  two  (2)  categories  of  objec- 
tives which  Parole  staff  may  specify;  they  are:    Category  A 
and  Category  B  Objectives. 

A.  Category  A  Objectives  are  those  objectives  which  can 
be  accomplished  within  an  existing  budget,  (i.e.  do 
not  require  additional  resources) 

B.  Category  B  Objectives  are  those  objectives  which 
require  additional  resources  for  their  accomplish- 
ment,   (e.g.  personnel,  supplies,  equipment,  etc.) 

II.  OBJECTIVE  STATEMENTS 
Objective  statements  should: 

•  Start  with  the  word  "to"  followed  by  an  action  verb 
(e.g.  to  prepare,  to  develop,  to  implement,  to  change); 

•  Specify  a  key  result  to  be  accomplished; 

•  Specify  a  target  date  for  accomplishment; 

•  Be  realistic  and  attainable,  yet  challenging; 

•  Be  readily  understandable  to  those  who  will  contribute 
to  their  attainment; 

•  Be  consistent  with  resources  available  or  reasonably 
anticipated  to  be  available; 

•  Be  seen  to  lead  directly  toward  the  achievement  of  orga- 
nizational goals; 

•  Be  written  down. 


^Based  on  McConkie,  Mark  .  Management  by  Objectives:  A  Corrections 
Perspective.    Georgia:    Corrections  Division,  November,  1974 
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GLOSSARY 


Action  steps 
A1 lotment 

Annual  report 

Appointing  authority 
Appropri  ation 

Base  budget 
Budget 

Deficiency 

Expansion/growth 

Expenditures 
Fiscal  quarter 

Fiscal  year 

Goal 

Level  funding 


Any  major  activity  or  task  which  is  essential  to 
the  accomplishment  of  an  objective. 

A  portion  of  the  appropriation  made  available  to 
the  spending  agency  by  action  of  the  Governor, 
for  use  during  a  period  of  time,  for  specific 
purposes. 

A  published  report  which  describes  the  achieve- 
ments of  all  division  of  the  Parole  Authority  and 
Field  Services  during  a  one  year  period. 

The  Chairman  of  the  Parole  Board. 

Amounty  of  money  authorized  by  the  Legislature 
from  which  expenditures  may  be  made  during  the 
fiscal  year. 

The  prior  year's  budget,  increased  only  by  infla- 
tion and  collective  bargaining. 

The  amount  of  money  that  is  available  for  a  defi- 
nite period  of  time  based  on  estimates  of 
expendi  tures . 

The  amount  of  additional  monies  necessary  to  pay 
an  expense  in  a  subsidiary  or  the  total  budget. 

Any  increase  in  service  or  programs  above  the 
prior  year's  activities. 

The  result  of  processing  an  expense  for  payment. 

The  four  divisions  of  the  fiscal  year.  These 
divisions  are:    July-September,  October-December, 
January-March,  and  April-June. 

The  operating  year  as  established  by  the 
Commonwealth.    This  period  of  time  is  from  July  1 
through  June  30. 

A  broad  statements  of  intended  results. 

The  prior  year's  budget  with  no  increase,  (i.e. 
no  inflation  factor  or  collective  bargaining). 


Line-item  budget 


Mission  statement 


Object  code 


Objective 


Planning 


Quarterly  Progress 
Reports 

Subsidiary 


Surpl us 
Transfer 


The  total  budget,  divided  by  subsidiaries.  Line 
item  and  subsidiary  are  inter-changeable. 

A  statement  of  the  overall  purpose  of  the 
organization. 

t 

The  identification  of  expenses  within  a  sub- 
sidiary. 

A  statement  about  a  specific,  measurable  result 
to  be  achieved. 

A  rational  approach  to  accomplishing  objectives. 

Written  reports  for  each  quarter  which  document 
progress  toward  achievement  of  objectives. 

The  grouping  of  si  mi  1 i  ar  expenses  into 
established  divisions  so  that  the  annual  total 
cost  can  be  identified  by  these  groupings,  (e.g. 
office  expense,  rentals,  etc.). 

Remaining  monies  within  a  subsidiary  after  all 
expenses  have  been  paid. 

The  movement  of  monies  between  object  codes 
within  a  subsidiary. 


Vendor 


A  contractor  performing  services  or  goods  at  a 
fixed  fee  or  charge. 
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SURPLUS  + 
DEFICIENCY  - 

TOTAL 
YEAR 

EXPENSES 

4th 

QUARTER 
EXPENSES 

3rd 
QUARTER 
EXPENSES 

2nd 
QUARTER 
EXPENSES 

1st 
QUARTER 
EXPENSES 

CURRENT 

YEAR 

BUDGET 

CATEGORY 

Personnel        01  and  02 

Non- Employees  03 

Purchase  of 
Services  07 

Gas  & 

Electric  08 

Travel  and 

Auto  Expense  10 

Advertising  and 
Printing  11 

Repairs  12 

Special  Supplies  13 

Office  Expenses  14 

Equipment  15 

Rentals  16 

TOTALS 
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ANNUAL  PLAN  FORM  1:    A  and  B 


INSTRUCTIONS 


Please  complete  one  (1)  Annual  Plan  Form  1,  A  or  B  for  each  objective 
according  to  the  following  instructions: 


1.    OBJECTIVE  #:       :  OBJECTIVE  STATEMENT: 


Number  each  objective.  Write  an  objective  statement.  (See 
Appendix  B  "Guidelines  for  Writing  Objectives") 

2.  JUSTIFICATION  STATEMENT: 

Write  a  justification  statement  which  explains  the  reason(s) 
for  undertaking  the  objective.    The  justification  statement 
may  indicate  that  a  problem  has  been  identified  which 
requires  resolution  or  that  a  new  system,  program  or  project 
is  considered  a  worthwhile  undertaking  for  a  particular 
unit,  region  or  the  agency  as  a  whole. 

3.  ACTION  STEPS: 

Write  major  action  steps,  tasks  or  activities  required  to 
bring  about  the  accomplishment  of  the  stated  objective.  For 
each  major  action  step,  include  date  of  completion  and  indi- 
cate person(s)  responsible  in  the  space  provided. 

4.  RESOURCES  REQUIRED: 

For  Category  B  objectives  only,  indicate  the  resources 
required  (personnel,  equipment,  supplies)  to  accomplish  the 
stated  objective. 

5.  STAFF  TRAINING: 

Indicate  staff  training  requirements,  if  any,  necessary  for 
the  accomplishment  of  the  stated  objective. 

6.  INFORMATION  AND  RESEARCH  REQUESTS: 

Write  information  or  research  reports  which  are  necessary 
for  the  accomplishment  of  the  stated  objective. 


ANNUAL  PLAN  FORM  1;  (A)  , 
OBJECTIVE  #:  :  OBJECTIVE  STATEMENT: 


JUSTIFICATION  STATEMENT: 

PERSON(S)  DATE  OF 

ACTION  STEPS:  RESPONSIBLE  COMPLETION 

1. 

2. 

3. 

4. 

5. 

STAFF  TRAINING: 


INFORMATION  AND  RESEARCH  REQUESTS: 


ANNUAL  _PLAN  FORM  jj_  _(B_)_ 
OBJECTIVE  #:  :  OBJECTIVE  STATEMENT: 

JUSTIFICATION  STATEMENT: 

PERSON(S)  DATE  OF 

ACTION  STEPS:  RESPONSIBLE  COMPLETION 

I. 
2. 
3. 
4. 
5. 

RESOURCES  REQUIRED: 

PERSONNEL:  SUPPLIES: 
EQUIPMENT:  OTHER: 


STAFF  TRAINING:  (Specify) 
INFORMATION  AND  RESEARCH  REQUESTS: 


3.  Annual  Plan  Form  2: 


Once  staff  have  completed  the  Annual  Plan  Form  1:  A  or  B  for 
each  objective,  staff  are  ready  to  complete  Annual  Plan  Form 

2,  the  Timetable  FY  FORM.    This  form  provides  space  to 

indicate  the  month  and  date  of  completion  of  all  major  action 
steps  associated  with  each  objective,  as  well  as  the  point  in 
time  when  specific  resources  are  required  to  achieve  an 
objective. 

Step  by  step  instructions  for  completion  of  the  Timetable  FY 
Form  are  provided  below:  — 


ANNUAL  PLAN  FORM  2:    TIMETABLE  FY 


INSTRUCTIONS 


Please  complete  one  (1)  Annual  Plan  Form  2:    Timetable  FY  Form  for 

each  objective  according  to  the  following  instructions: 

1.     FY  : 


Enter  the  appropriate  date  of  fiscal  year  for  which  the 
form  is  being  prepared  (e.g.  FY  '83). 

2.  OBJECTIVE  #  : 

Write  the  number  of  the  objective  for  which  this  time- 
table is  being  prepared. 

3.  ACTION  STEPS: 

Action  steps  have  been  numbered  to  correspond  with 
action  steps  described  on  the  Annual  Plan  Form  1:    A  or 
B.    If  there  are  more  than  ten  (10)  major  action  steps, 
please  use  the  reverse  side  of  the  sheet. 

4.  JAN,  FEB,  etc: 


For  each  major  action  step,  indicate  the  specific  target 
date  of  completion  of  action  steps  in  the  appropriate 
month  column. 

5.      RESOURCE  REQUIREMENTS: 

For  Category  B  Objectives  only,  indicate  the  specific 
date  in  the  appropriate  month  column(s)  when  the 
resource(s)  is  required^   Fiscal  Management  must  have  an 
indication  of  the  date  when  a  resource(s)  is  needed. 


FY  BUDGET  REQUEST  SUMMARY  FORM 


INSTRUCTIONS 

REGION/INSTITUTION/UNIT  

COLUMN  1:    FY  BASE 

1.  Enter  the  date  of  the  prior  year's  fiscal  year. 

2.  For  each  category  and  subsidiary,  enter  prior  year's  final 
budget  figures  provided  by  AS. 

3.  Enter  prior  year's  total  budget  figures  on  the  total  line  at 
the  bottom  of  the  FY       Base  Column. 


COLUMN  2:  INFLATION: 

1.  Enter  the  inflation  figures  supplied  by  AS  for  each  category 
and  subsidiary  on  the  appropriate  lines  in  column  2. 

2.  Enter  the  total  inflation  figure  on  the  TOTAL  line  at  the 
bottom  of  the  Inflation  Column. 

COLUMN  3:    COLLECTIVE  BARGAINING: 

1.  Enter  the  collective  bargaining  figures  supplied  by  AS  on  the 
first  line  of  the  Collective  Bargaining  Column. 

2.  Enter  the  total  collective  bargaining  figure  on  the  TOTAL 
line  of  that  column. 

COLUMN  4:    FY  BASE: 

1.  Enter  the  date  of  the  upcoming  fiscal  year  for  which  this 
budget  Summary  Form  is  being  prepared. 

2.  To  arrive  at  the  FY  Base  figures  for  the  upcoming  fiscal 

year,  add  the  figures  in  the  first  three  columns  ACROSS  (FY  

Base  plus  Inflation  plus  Collective  Bargaining)  by  category 
and  subsidiary. 

3.  Enter  those  figures  on  the  appropriate  lines  and  enter  the 
total  on  the  TOTAL  line  of  the  FY     Base  column. 


BUDGET  REQUEST  SUMMARY  FORM 
INSTRUCTIONS/2 


COLUMN  5:    RESOURCES  REQUIRED  (EXPANSION): 

This  column  is  only  for  expansion  figures.    If  you  do  not  have 
approved  expansion  costs  in  your  budget,  go  directly  to  column 
6.    The  figures  for  approved  resources  (expansion)  will  be 
supplied  to  you  by  AS. 

1.  Enter  the  figures  for  resources  required  for  each  category  or 
subsidiary  on  the  appropriate  lines. 

2.  Enter  the  total  of  all  resources  required  and  enter  that 
figure  on  the  TOTAL  line  of  the  Resource  Requirements  Column. 

COLUMN  6:    TOTAL  REQUEST 

1.  Add  all  columns  across  and  down.    Enter  the  total  amounts  by 
category  and  subsidiary  on  the  appropriate  lines. 

2.  Enter  the  total  budget  request  figure  on  the  TOTAL  line  of 
the  TOTAL  Column. 
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QUARTERLY  PROGRESS  REPORT 

INSTRUCTIONS 


Please  complete  a  quarterly  progress  report  form  for  each  objective 
scheduled  to  be  undertaken  during  this  quarter,  according  to  the 

following  directions: 


1.  OBJECTIVES 


Write  the  objective  number  which  appeared  on  the  f i nal 

version  of  the  Annual  Plan  Form  1:    A  or  B. 

2.  ACTION  STEPS  COMPLETED: 

List  all  action  steps  completed  during  this  quarter  for 
the  objective  identified  in  (1)  above. 

3.  PROGRESS  TOWARD  COMPLETION  OF  ACTION  STEPS: 

Indicate  any  progress  toward  completion  of  action  steps 
during  this  quarter  in  the  following  way: 

ACTION  STEP  %  COMPLETION  COMPLETION  DATE 

Number  50%  10/15/(year) 

( Indicate 
Number) 

4.  PROBLEMS  OR  PROBLEM  AREAS: 

Identify  any  problems  which  have  occurred  during  this 
quarter  or  problem  areas  which  may  have  interfered  with 
the  accomplishment  of  the  stated  objectives. 

5.  Identify  any  resolutions  to  stated  problems  areas  which 
will  contribute  to  the  future  accomplishment  of  the 
stated  objective. 

6.  OTHER  ACCOMPLISHMENTS: 

Identify  any  accomplishments  which  staff  have  been  able 
to  achieve  during  this  quarter  beyond  those  which  were 
agreed  upon  at  the  beginning  of  the  fiscal  year. 


QUARTERLY  PROGRESS  REPORT  FORM 


OBJECTIVES  .  *  DATE: 

PERSON(S) 

ACTION  STEP  COMPLETED:  RESPONSIBLE:  DATE : 

1. 
2. 
3. 

PROGRESS  TOWARD  COMPLETION  OF  ACTION  STEPS: 

ACTION  STEP:  %  COMPLETION: 

1. 
2. 
3. 

PROBLEMS  OR  PROBLEM  AREAS: 


PROBLEM  RESOLUTIONS: 


OTHER  ACCOMPLISHMENTS: 


EXPECTED  COMPLETION 
DATE: 
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